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PURPOSE OF MANUAL

This manual supplements the rules of the State Publications Committee (Chapter 1190) and
describes policies and procedures that are to be followed by state agencies in the development,
printing and distribution of publications.

POLICY STATEMENT

The Publications Committee established, by Title 12 Chapter 7 of the Tennessee Code Annotated,
in order to control the cost and proliferation of publications issued by state agencies.  The policies
and procedures stated herein shall apply to all state agencies excluding:

1) The General Assembly of the State of Tennessee
2) The Judicial Branch of State Government
3) Institutions of Higher Education

It is the responsibility of the Publications Committee to ensure that all agencies under the
jurisdiction of the committee comply with the statutes, rules, policies and procedures of the
committee.

I. STATE PUBLICATIONS COMMITTEE

The State Publications Committee consists of the Commissioners of Finance and Administration
{Chairman} and the Department of General Services, the Director of the Governor's Information
Office, the Secretary of State {Secretary}, Comptroller of the Treasury, and one member each
from the Senate and House of Representatives.

A. DESIGNATED ALTERNATES

The Commissioners of Finance and Administration and General Services, the Secretary of
State, and Comptroller of the Treasury are authorized to designate an alternate
representative who will have full authority to vote and participate in all activities of the
committee.

B. COMMITTEE STAFF

A staff for the committee shall be established by the appointment of one representative per
committee member.  The Director of the Records Management Division, Department of
General Services shall act as the staff director to coordinate the activities of the staff, but
have no voting privileges unless appointed as the designated alternate for General Services.
The Publications Committee grants to the committee staff the right to approve requests for
publications which are determined to be necessary and which conform to all guidelines and
policies set forth by the Publications Committee.   Any publication request, which does not
receive unanimous staff approval, may be submitted for review by the Publications
Committee.

1. STAFF DUTIES

The duties and responsibilities of the committee staff shall include, but not limited
to:

a. Review agency publication request, which do not meet the policies,
procedures or guidelines for approval by the staff coordinator or referred to
staff by the coordinator.
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b. Determine the need for existing and planned publications based upon the
requesting agency's goals and purposes or statutory requirements.

c. Make recommendations to agencies to control costs and/or proliferation of
publications.

d. Disapprove publication requests when unanimous approval of the staff is not
received.

e. Render its decision of approval or disapproval only after careful
consideration of all factors.  All decisions shall be made as soon as practical.

f. Recommend changes to statutes, rules, polices, procedures or guidelines as
needed.

g. Recommend approval/disapproval of agency requests when referring
requests to the committee.

C. PUBLICATIONS STAFF COORDINATOR

The Department of General Services shall appoint a staff coordinator to carry out the
day-to-day operating procedures for the support of the Publications Committee.  The
Publications Committee and staff shall grant to the staff coordinator the right to approve
requests for publications which are determined to be necessary based on the agency's
goals, purpose, or statutory requirements, conform to all applicable statutes, and
policies, procedures and guidelines set forth by the Publications Committee.  Any
publication request, which does not receive the approval of the staff coordinator, may be
submitted for review by the staff.

     1. STAFF COORDINATOR DUTIES

The duties and responsibilities of the staff coordinator shall include, but not limited
to:

a. Review and process publication authorization requests meeting all
requirements within 48 hours of receipt, where practical.

b. Act as a liaison between the requesting agency and the staff and/or
committee.

c. Recommend policy, procedure, guideline, or rule changes or additions to the
Publications Committee or staff as needed.

d. Schedule and coordinate meetings of the Publications Committee or staff as
required.

e. Make recommendations when referring publication requests to the staff.

f. Assign and monitor a publication authorization number to each approved
publication request.

g. Maintain a list of Publication Liaisons.

h. Maintain a record of approved and disapproved publication requests.

i. Advise state agencies in the preparation and submission of requests and
make recommendations to control costs or proliferation as needed.



Page 3 of 12

j. Act as the chairperson for the committee staff.

k. Monitor state agency purchase orders and requisitions to ensure
conformance to applicable statutes, and the rules, policies, and procedures of
the Publications Committee.

l. Prepare reports as directed by the committee or staff.

II. STATE AGENCY RESPONSIBILITIES

Each state agency is responsible for ensuring its compliance to all applicable statutes, and rules,
policies, procedures and guidelines of the Publications Committee.

A. PUBLICATIONS LIAISON

Each department or agency head shall appoint or otherwise designate a publication liaison.
The department or agency head shall forward written notification of such appointment or
designation to the staff coordinator.

1. DUTIES AND RESPONSIBILITIES

The duties and responsibilities of the department or agency publications liaison
shall include, but not limited to:

a. Assist the department or agency head in reviewing proposed publications to
determine the necessity, current applicability, and judiciousness of purpose,
economy, and compliance with the requirements of the Publications
Committee.

b. Forward completed requests for publication authorization to the staff
coordinator. Each request for re-authorization must include a copy of the last
publication.  Requests for new publications must include the proposed
manuscript, dummy and/or layout.

c. Maintain and monitor distribution lists for proposed and approved
publications to ensure the lists are current and prevent unnecessary
distribution.

d. Ensure the policy regarding distribution of authorized publications is
followed.

e. Monitor department or agency printing requests, purchase orders and
requisitions to ensure that no publication is printed, reprinted, or produced
unless it has been authorized.

f. Ensure that agency purchase orders and requisitions for the printing and
production of publications contain the publication authorization number and
specifications as authorized.

g. Assist agency personnel in planning publications in order to ensure
compliance to policies ... and adequate lead-time is provided for the
authorization and printing processes.

h. Develop and promote good management practices to control the cost and
proliferation of publications.
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i. Cooperate fully with the staff coordinator, staff, and members of the
Publications Committee.

III. STATE PUBLICATIONS

A. DEFINITION OF A PUBLICATION

1. Publications include: reports, magazines, brochures, newsletters,
bulletins/posters, information sheets, lists, maps, plans, drawings, pamphlets,
directories, regulations-laws-rules, official letterhead/envelopes, manuals,
booklets, or printed material produced for distribution outside the agency, and

2. State funds are used for preparation or printing {Regardless of the source,
funds deposited with the state are considered state funds}.

            3.     Exempt publications include student newspapers and annuals.

B. AUTHORIZATION REQUIRED

No document defined as a publication shall be printed unless it has been reviewed
and approved by the committee and an authorization number has been assigned.

C. LIFE OF AUTHORIZATION NUMBERS

An authorization number is effective for one year from date of issue or upon
completing the printing of the authorized quantity, except stationery.  Stationery
authorizations are effective until the information changes, and then it must be
re-authorized.

D. AGENCY RULES

Any publication which purports to contain a citation to or a reproduction of a duly
promulgated agency rule {as defined by the Uniform Administrative Procedures
Act, (4-5-102)} shall require a written statement from the Secretary of State or his
representative verifying the rule so cited or reproduced has been duly promulgated
and is currently in effect.

E. REPRODUCTION OF COPYRIGHTED PUBLICATIONS

Agencies wishing to reproduce copyrighted publications must secure permission
from the publisher in writing and submit a copy of the approval letter to the
Publications Committee before reproduction will be authorized.

F. PLANNING PUBLICATIONS

Each agency is strongly encouraged to contact the Printing Division when planning
a printed publication.   The following guidelines are to be used when planning
publications:

1. Determine the purpose and justification based on meeting agency goals and
purposes or statutory requirements.

2.    Determine the timeliness of the publication and plan accordingly.

3. Determine the quantity and quality needed based on the audience / target
group(s) and the publication's purpose.
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4. Design specifications around the capabilities of state government print shops and
the Publications Guidelines.

5. Utilize parent sizes of paper stock {5.5 x 8.5", 8.5 x 11", 11 x 17", 17 x 22", etc.}
on contract with the Printing Division.

6. Avoid using more than one color of ink.  Use of contrasting paper stock and screens
can often produce the same effect as the use of multiple inks.

7. Design the layout to condense text and print on both sides of the paper whenever
possible.

G. PRINTING STATE PUBLICATIONS

1. REQUIRED INFORMATION

Printed authorized publications shall include, all or part of, the following {as
indicated in the Publications Guidelines}:

a. Official State Seal of appropriate size indicating the document is an official
state publication.

b. Promulgation Statement

* Name of the department or agency producing the publication
* Authorization number
* Number of copies produced
* Date of publication
* Statement of cost as follows:

"This public document was promulgated at a cost of $_________ per copy."

The statement of cost shall consist of:

(i) Preparation: includes expenditures for materials, artwork and
typesetting.

(ii) Printing: includes expenditures for reproduction, binding and other
printing related functions.

The promulgation statement information shall be printed in either the same
size type as the text or in such size type as to be fully legible and set in a box
composed of a "light-weight-rule line."

2. PRINTERS

Publications are authorized for printing by:

* Printing Division, Department of General Services
* Agency Print Shops
* Commercial Printers

 When possible, state agencies will use the Printing Division, Department of
General Services, or a state agency print shop. Commercial printers should be
used only when state printing cannot provide the service needed or within the
required time frame (when planning publications, allow enough time for the
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authorization process and printing).  The Printing Division provides
consultation to state agencies, upon request.

 3. STATE AGENCY PRINT SHOPS

The following requirements apply to state agency print shops:

a. All state agency operated print shops shall cooperate fully with the
Publications Committee, and its staff, in carrying out the statutes, rules
and policies governing the printing or the production of publications.

b. No publication shall be printed or reprinted by any state agency print
shop unless it has been reviewed in accordance with the rules and
policies of the Publications Committee and an authorization number
has been assigned.

c. Copiers may not be used to produce publications unless the agency
documents that reproduction costs are less than or equal to printing
costs {supporting documentation is required with the authorization
request}.  Staff approval may be required.

4. COMMERCIAL PRINTERS

No contract shall be entered into, nor requisition issued, or acted upon, by
any state department or agency, including, but not limited to, the Division of
Purchasing, Department of General Services, for printing of any publication
coming within the jurisdiction of the Publications Committee, unless the
printing authorization number has been affixed as required by statutes, rules,
regulations and/or policies.

a. CONTRACTS WITH NON-STATE OPERATED FACILITIES

All state contracts or grant agreements, including, but not limited to,
all contracts for personal, professional and consultant services entered
into under appropriate statutes and rules governing them which
involve or may involve the printing of any publication, coming within
the jurisdiction of the Publications Committee, shall contain a
provision whereby the contractor or grantee agrees that no publication
shall be printed unless a printing authorization number has been
obtained and affixed as required by statutes, rules, regulations and/or
policies. Contracts may be entered into with different organizations
such as businesses, universities, the federal government, charitable
organizations and others; however, the stipulations of this section will
not change because of the identity of the organization.  12-7-102

5. PRINTING MUST BE BID

All contracts for public relations, advertising or related services shall be
restricted to provide for only the rendition of media advertising and related
design and production services. The printing of any publication or
document developed under such service contract(s) shall be bid and
awarded in accordance with rules, policies and/or guidelines established by
the Board of Standards.

6. REQUISITIONS AND PURCHASE ORDERS
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                                    The staff coordinator will review requisitions and purchase orders for the printing or
production of (electronic, when applicable) publications for the Publications
Committee.  This review is to confirm that the information in the purchasing
document conforms to the costs and specifications authorized by the Publications
Committee.  Agencies are to include the authorization number and specifications
{or reference where specs may be found} in the "note screen"  {RNTE or ONTE}.
If a discrepancy exists, the purchasing document will be disapproved until the
discrepancy has been resolved.

7. ANNUAL REPORTS

Annual reports must be printed according to the rules (Chapter 0620-3-1) and
regulations of the State of Tennessee, issued by the Commissioner of Finance and
Administration.

H. PUBLICATION DISTRIBUTION

In addition to distributing publications to target groups, agencies are required to distribute
publications as follows:

1. DEPOSITORY AND REFERENCE COPIES

State agencies are required to provide two copies of each authorized
publication to the designated state depositories.  In addition, one copy is to be
sent to the Department of General Services, Records Management Division, 843
Cowan Street, Nashville, Tennessee 37243-0555.  The agency shall maintain one
reference copy for the life of the authorization.  The reference copy will be made
available to the Publications Committee upon request and, except agency rules, will
be used as a sample copy if additional printing is requested

Depository Libraries

TN State Library and Archives University of  Memphis Libraries
403 Seventh Avenue North Government Publications
Nashville, TN 37243-0312 126 Ned R McWherter Libraries 

Memphis, TN 38152-3250

Government Publications Dept. East Tennessee State University
Memphis -Shelby Co. Public Library Sherrod Library -- Documents Dept.
3030 Poplar Avenue P.O. Box 70665
Memphis, TN 38104 Johnson City, TN 37614-0002

University of Tennessee TN Legislative Reference Library
Hodges Library--Serials  Dept. G-16 War Memorial Building
1015 Volunteer Boulevard Nashville, TN 37243-0059
Knoxville, TN 37996-1000

2. DISTRIBUTION TO GENERAL ASSEMBLY

No department, agency, commission or any other body of state government shall
send official publications to the home or business addresses of members of the
General Assembly.  This is in compliance with Joint Resolution 51 passed by the first
session of the 90th General Assembly. Only when requested are publications to be sent
to legislators and through messenger mail, whenever possible.
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IV.     REQUEST FOR PUBLICATION PROCEDURES

The following shall apply to all state agencies within the jurisdiction of the Publications Committee.

   A. REQUIRED DOCUMENTATION

1.    REQUEST FOR PUBLICATION AUTHORIZATION    FORM{GS-0539}

The publication liaison must ensure this form is completed and signed before
submission to the staff coordinator; failure may result in the prompt returning of
documentation to the liaison.  Instructions for completion are on the back of the
form.  The staff coordinator is available to assist the publication liaison with this
process.  See Exhibits A and B {form instructions}.

2. ADDITIONAL JUSTIFICATION {OPTIONAL}

Additional documentation may be included with the request to support the
publication purpose or justification, or if the forms space {block 10} is not large
enough.

3. SAMPLE OF PROPOSED PUBLICATION

A sample of the proposed / requested publication must accompany the request.  See
section IV. B. 1. for sample requirements regarding agency rules.  Requests for new
publications will include a dummy or layout copy.  Requests for re-authorization
will include the last authorized publication {reference copy} or a reproduction
representative of the publication {if the reference copy needs to be retained}.

a. DO NOT submit materials that need to be returned or are to be used
in the production of the proposed publication, e.g., camera-ready
copies.

b. Indicate location of the seal and statement on dummy copies.

c. Minimize waste by submitting only the materials necessary to convey
the concept, content, and/or specifications of the proposed publication,
e.g., a table of contents will suffice for 100 pages of a manual.

B. SUBMISSION OF REQUESTS FOR PUBLICATION AUTHORIZATION

1. AGENCY RULES

Reproduction of the official compilation of agency rules  are to be sent
with the Request for Publication Authorization and other required
documentation to the Office of the Secretary of State, Publications
Division requesting a letter of verification.

a. The Director of Publications will review the rules.  Upon verification,
the entire package will be forwarded to the staff coordinator, noting
the rules are current and on file.

   2. NON-RULE PUBLICATIONS
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All requests for "non-rule" publications authorization, with all required
documentation, are to be forwarded directly to the Records Management Division,
staff coordinator, for processing.

V. PUB LICATION AUTHORIZATION PROCESS

All agency requests for publication authorization will be reviewed and processed by the staff
coordinator.  The review will include, but not limited to, compliance to applicable statutes, and the
rules, policies, procedures, and guidelines of the Publications Committee.  Requests meeting all
requirements will be processed within 48 hrs, when practical.  Requests referred to staff or
committee will be processed as practical.

A. STAFF COORDINATOR AUTHORIZATION

The staff coordinator may assign a publication authorization number to a publication
request, which conforms, to the publications guidelines and requests for re-authorization of
publications previously approved by the staff or committee, excluding 4-color process.
Non-conforming {new publications} and all 4--color process requests will be referred to
the staff director and/or staff for review.  Requests receiving recommendations from the
coordinator to control cost or proliferation, which are not worked out with the agency, will
be referred to the staff for review.

B. STAFF AUTHORIZATION

The staff may approve authorization of requests, by unanimous decision, which conform to
requirements of the Publications Committee and/or is justified by the agency.  The
authorization of 4--color reprints and “color copies” may be approved by the Staff Director
(Adopted 7/7/97). New four--color publications are evaluated on a case by case basis. The
Staff Director will refer new 4 color process requests to the Staff and those not receiving
staff approval to the committee with the staff's recommendation.

C. COMMITTEE AUTHORIZATION

The committee may approve or disapprove the request for authorization of any publication
by a majority vote of the members.

D. APPEALS

Requests, which are not approved for authorization, may be appealed.  The appeal process
will follow the routine procedures for Request for Publication Authorization.  Appealing
agencies should include proper documentation supporting the appeal.

VI.    PUBLICATIONS GUIDELINES

The following publication guidelines are provided for the uniform design and authorization of
publications.

A. LETTERHEAD STATIONERY AND ENVELOPES

The following guidelines for letterhead stationery and envelopes shall be applicable to all
agencies of State Government subject to the jurisdiction of the Publications Committee
and/or any state agency, which is not expressly exempted by statutes, with the following
exceptions:
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{i} Governor and Governor's staff members
{ii} Commissioners of departments
{iii} The head of any agency, commission, board or authorized governmental unit, which

may be, granted approval for exemption by the Publications Committee.

1. Guidelines for the printing of letterhead stationery:

a. Paper Stock - "Tennessee Bond" {8.5 x 11", 20 lb. white bond, # 1
grade, with watermark and no cotton content}, for use with
correspondence having an original signature.  For non-original
signature correspondence, use # 4 grade with no watermark.

b. Black ink only.

c. The name of the state shall constitute the top line of the letterhead: the
words "State of Tennessee" or "The State of Tennessee" shall be set in
an appropriate bold face type, but not larger than 20 point type size.

d. The remaining lines of the letterhead shall identify the agency in
appropriate bold face type but not larger than 20 point type, show the
mailing address {and phone or fax number, if desired} in a small type
of 8 to 10 points.

e. The official state seal shall appear at the top of all letterhead
stationery.  The seal shall be 5/8" or 3/4" and must be an exact
reproduction of the official state seal.   No other version of the state
seal shall be used.  No other artwork or logo will be allowed.

f. Personalized memo pads will not be authorized or otherwise approved
by the Committee. (9/29/99 12-7-101 et al.)

g. Computer generated letterhead may be used by agencies but the final
product must adhere to current guidelines for the printing of letterhead
stationery, as stated in these policies.  No deviations or additions will
be allowed without the Committee’s authorization.

2. All stationery envelopes shall be printed in black ink only on 24 pound white
wove paper {automated inserting/stuffing} or 20 pound white wove paper
{hand stuffing} in standard sizes as listed on statewide purchasing contracts,
with the name and address of the agency printed in the upper left corner and in
accordance with postal regulations.  Refer questions to State Postal Services,
Department of General Services.

3  No commercial printer may be used without staff approval.

4. Guidelines for printing business cards:

a. The official state seal shall appear on all official business cards and
printed in gold ink.

b.    Business cards can have up to seven lines of information pertaining
to the position held by the individual for whom the cards are printed.
As a minimum, business cards should include the name of the state,
department or agency name, the individual’s name, the individual’s
position title, name of the division, office address, telephone number,
fax number, and e-mail address if applicable.  The lines of
information printed on the card are to be printed in black ink only.
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c. Business cards should be purchased from statewide contract
established by the Department of General Services, Purchasing
Division.

d.            Agencies requiring exception to these guidelines for state business
cards should submit a publication request to the Publications
Committee for consideration.

B. AGENCY RULES

Agency rules shall use 20 lb. bond for text, no covers, and no binding other than stapling.
11 x 17" folded to 8.5 x 11" paper stock may be used and 3 - hole punched.  Only
reproductions of the official compilation of agency rules may be published.

  C. MATRIX FOR DESIGN CONDITIONS

Publications should be designed to conform to the following matrix:

Color(s) of Ink: 1. One color of ink for text only (cover determined separately).
2. Spot color inks permitted.
3. Four-color process and additional inks permitted.

Preparation: 1. Agency prepared camera ready.
2. Typeset at state agency print shop.
3. Commercial typeset, with approval.

Paper Size(s): 1. Standard paper size(s).
2. Limited to final size(s) noted.
3. Consideration given to other sizes.

Quality/Weight: 1. Limited to contract availability.
2. As approved by committee or staff.
3. Limited to grades specified.

Artwork/Photos: 1. No artwork/photos allowed.
2. Use only when necessary, subject to approval.
3. Approved by agency head and reviewed by

Committee or staff.

Printer: 1. Limited to state operated print shops.
2. Commercial printer may be selected through

proper bid procedures, with approval.

Required
Information: 1. Complete promulgation statement and seal required.

2. Authorization number and seal only required.
3. Consideration given to other variations.
4. Not required.



D.    Matrix For Design

Publication Type/
Category Ink Prep                    Paper

Quality                   weight
Artwork/Phot
os Printer Required

Information

Annual Reports
State
Agency (F&A rules apply)

3
1

1,2,3
1,2

3
2

2
1

3
2

2
1

1
1

Booklets
Educational/Informative
Revenue/Industry/Tourism
Producing

1
2

1,2
1,2,3

1
3

1
2

2
3

2
2

1
1,2

Brochures
Educational/Informative
Revenue/Industry/Tourism
Producing

1
3

1,2
1,2,3

1
3

1
2

2
3

2
2

1

Budget Documents 1 1,2 1 1 2 2 1
Bulletins 1 1,2 1 1 2 2 1
Catalogs 2 1,2 1 1 2 2 1
Conference Items
Agenda
Announcements
Registration(Form Number required)

2
2
2

1,2
1,2
1,2

3
3
3

2
2
2

2
2
2

2
2
2

1,2
1,2
1,2

Directories 1 1,2,3 1 2 2 2 1
Flyers 1 1,2 1 2 3 3 1
Folders 2 1,2 3 2 2 2
Greeting Cards (2) 2 1,2,3 3 2 1,2,3
Handbooks 1 1,2 3 1 2 2 1
Information Sheets 1 1,2 1 1 2 2 1
Invitations(3) 2 1,2,3, 3 2 2 2 1,2
Journals 1 1,2 1 1 2 2 1
Leaflets 1 1,2 1 1 2 2 1
Legislative
Acts/Laws
Reports
Rules/Regulations

1
1
1

1,2,3
1,2,3
1,2,3

1
1
1

1
1
1

1
1
1

2
2
2

1
1
1

Magazines
Free
Subscription(paid)

2
3

1,2
1,2,3

1
3

2
2

2
3

2
2

1
1

Manuals 1 1,2 1 1 2 2 1
Maps/Drawings 2 1,2,3 3 2 2 2 1,2
Newspapers
Internal Distribution
External Distribution

1
2

1,2
1,2,3

1
1

1
1

2
2

2
2

1
1

Newsletters
Internal Distribution
External Distribution

1
2

1,2
1,2,3

1
1

1
1

2
2

2
2

1
1

News Release Masthead(3) 1 1,2,3 1 1 2 2 4
Notices 1 1,2 1 1 2 2 1
Pamphlet
Educational/Informative
Revenue/Industry/Tourism producing

1
3

1,2
1,2,3

1
3

1
2

2
3

2
2

1
1,2

Plans 1 1,2 1 1 2 2 1
Posters 2 1,2,3 1 2 2 2 1,2
Registers 1 1,2 1 1 2 2 1
Reports
Special Studies/Reports
Periodic

2
1

1,2,3
1,2

3
1

1
1

2
2

2
2

1
1

Rosters 1 1,2 1 1 2 2 1
Standards 1 1,2 1 1 2 2 1
Stationery  (3)
Manual Signature
Non-Manual Sign.

1
1

1,2,3
1,2,3

A
s 

N
ot

ed
in G

ui
de

lin
es

an
d

4
4

(1) F&A rules apply; Paper size-8.5x11” or 5.5x 8.5”
(2) Use of greeting cards not recommended or subject to staff approval; no depository copy required.
(3) Not required by depositories.

Noted in Stationery
Guidelines and Standards






